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Correcting Overseas Housing Allowance (OHA)
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This guide provides the procedures for a SPO to correct and approve an
OHA transaction in Direct Access (DA).

(a) Coast Guard Pay Manual, COMDTINST M7220.29

(b) Joint Travel Regulations (JTR), Chapters 8-10

(c) Overseas Housing Allowance (OHA) Briefing Sheet, PDTATAC
(d) OHA Tables, Joint Travel Regulations (JTR), Appendix K

(e) CG Portal: Overseas Housing Allowance Knowledge Base

If an OHA transaction is denied for any reason, it is IMPORTANT to
remember that the most recent approved OHA transaction will
continue to run, and therefore continue to pay/not pay the member.
The only way to stop/start an OHA entitlement is to ensure a new row is
approved. The new row may be an Active row updating the OHA
entitlement or an Inactive row, stopping the OHA entitlement.

If the correction is In-Range (the entire affected period is within 24 pay
periods or 1 year): follow the steps in this guide and all corrections should
be processed automatically without manual intervention by PPC.

If the correction is Out-of-Range (any part of the affected period is older
than 24 pay periods or 1 year): follow the steps in this guide. Once all
corrections/changes have been approved, all the corrections/changes
MUST be reported to PPC Customer Care to be processed manually.

For guidance on how to take and attach screenshots (required) when
submitting a Customer Care ticket, see the Submitting Trouble Tickets
with Supporting Images user guide.

If the Fixed Exchange Rate is displaying an incorrect rate (does not match
the exchange rate listed in reference (d)), uncheck the Fixed Exchange
Rate box and click Save. Re-check the Fixed Exchange Rate box and
click Save again. This should populate the correct exchange rate per
reference (d).

Topic See Page
Correcting OHA (Editing a Single Row) 3
Correcting OHA (Inserting a Row) 12
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Continued on next page


https://media.defense.gov/2017/Jun/12/2001760784/-1/-1/0/CIM_7220_29C.PDF
https://www.defensetravel.dod.mil/Docs/perdiem/JTR_Chapters(8-10).pdf
https://www.defensetravel.dod.mil/Docs/AB-OHABRIEF-01.pdf
https://www.defensetravel.dod.mil/site/pdcFiles.cfm?dir=/Allowances/Appendix_K_OHA_Tables/
https://cg.portal.uscg.mil/units/ppc/RoboHelp/DAGP/index.aspx#t=Earnings%2FOverseas_Housing_Allowance.aspx
https://www.dcms.uscg.mil/Portals/10/CG-1/PPC/CCB/Submitting%20Trouble%20Tickets%20with%20Supporting%20Images.pdf?ver=2019-03-18-112517-230
https://www.dcms.uscg.mil/Portals/10/CG-1/PPC/CCB/Submitting%20Trouble%20Tickets%20with%20Supporting%20Images.pdf?ver=2019-03-18-112517-230

21 October 2019

Overview, Continued

Auditing Email ALSPO B/19 implemented a standard business process for
Standards submitting and validating pay transactions entered by Servicing Personnel
Offices (SPOs). See the following user guides for navigating, identifying,
and researching pay transactions:
e Pay Calculation Results
e One Time Positive Input (OTPI)
e Element Assignment by Payee (EABP)



https://www.dcms.uscg.mil/Portals/10/CG-1/PPC/ALSPO/2019/AuditingStandardPayTransactionsAlspoB19.pdf
https://www.dcms.uscg.mil/Portals/10/CG-1/PPC/GUIDES/GP/SPO/Earnings/Pay%20Calculation%20Results.pdf?ver=2019-07-01-111239-993
https://www.dcms.uscg.mil/Portals/10/CG-1/PPC/GUIDES/GP/SPO/Earnings/OTPI.pdf?ver=2019-07-24-141857-707
https://www.dcms.uscg.mil/Portals/10/CG-1/PPC/GUIDES/GP/SPO/Earnings/EABP.pdf?ver=2019-07-01-151820-917
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Correcting OHA (Editing a Single Row)

Introduction

Corrections
and Timing

This section provides the procedures for a SPO to correct a member’s
Overseas Housing Allowance (OHA) by editing the OHA row in Direct
Access (DA).

While some OHA fields are editable and allow corrective action, if any
dates require correction, the incorrect row must be deleted. The deletion
must be approved immediately and a new OHA row entered with the
correct dates and entitlements. The new row needs to be approved
immediately as well.

THIS COMPLETE PROCESS MUST BE DONE WITHIN THE
SAME PAY PERIOD TO PREVENT PAY PROBLEMS! PPC
(MAS) RECOMMENDS COMPLETING THE ENTIRE PROCESS
WITHIN 10 MINUTES. FAILURE TO COMPLETE CORRECTIVE
ACTIONS IN PROPER SEQUENCE AND TIMING MAY RESULT
IN OVERPAYMENTS/UNDERPAYMENTS.

First, delete the OHA row(s) from newest to oldest:

1. Delete the NEWEST incorrect OHA row.

2. Approve the deletion.

3. Repeat steps 1 and 2 until the entire affected period is deleted.

Then, add OHA row(s), from oldest to newest.

1. Add the oldest OHA row with the correct information.
2. Approve the addition.

3. Repeat steps 1 & 2 until the entire period i1s added.

It is important to take screenshots of the member’s OHA row(s)
before and after any corrections/deletions. This is especially important
if the correction is Out-of-Range. These screenshots are required to be
attached to the PPC Trouble Ticket.

Continued on next page
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Correcting OHA (Editing a Single Row), Continued

Procedures See below.

Step Action

1 Select Housing Allowance from the Active & Reserve Pay Shortcuts pagelet.

Active & Reserve Pay Shortcuts - &
Direct Deposit Proxy - Submit Absence Request

‘Voluntary Deducfions SGLI + FSGL

Maintain Tax Data USA

Cost of Living Allowance Dependent Information

BAH DepndntEmrgncyData Emplid MGIB Enroliments

Sea Time Balances AviP

View Payslips (AD/RSWV) Met Distribution

Pay Calendar Resulis Prowy - Submit Mon-Charge Abs

Continued on next page
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Correcting OHA (Editing a Single Row), Continued

Procedures,
continued

Step Action

2 Enter the member’s Empl ID, check the Correct History box and click Search.

Housing Allowance

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value

Search Criteria

Empl ID[begins with v [ 1234567 |
Empl Record
Name[[egins vt V]
Last Name| begins with v/
Second Last Name| begins with v/
Alternate Character Name
Middle Name| begins with w/|
Business Unit
Department Set ID[ begins with v Q,
Deparlment &}

include History &:ECnrrect History [l case Sensitive
Clear Basic Search EPF] Save Search Criteria

3 The member’s BAH page will display. Select the OHA tab.

BAH OHA FSH MIHA
Frye, Kaylee Employee EmplID 1234567 Empl Record 0
BAH Entitlements Find | View All First ‘4’ 10f2 *' Last
Delete [+
Effective Date: 06/27/2018 |5
Status: Inactive ~ Approved: v Grand Fathered
Approver: 9876543 Zoe Washburne
Approved at:  07/09/19 11:38AM
BAH Change | Transfer hd
. U .
BAH Qtr Status: Q Description:  Mbr in Transit - With deps or paying child support; Mbr & deps not assigned govt
. 90999 qtrs
BAH Zip: BAHType:  BAH RC/T With Dependents
Military Rank: w4 BAH Rate: 1423.5000
Fair Rent: BAH Entitle:  1423.5000 ‘Override Flag
BAH Dependent Beneficiaries Personalize | Find | (EI | E First ‘4 10f1 ‘»/ Last
Dependent Information || Termination Information
*Dep/Ben Mame Relation Birth BAH Elig In A Service 50% Supp Last Approval
104 Q, Tam, Simon Spouse 10M1M1967  04/06/2007 12192012 11:54:19PM [+ =]
[Flsave ||[a" Return to Search [=7] Notify | Update/Display 4 Include History -7 Comect History

Continued on next page
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Correcting OHA (Editing a Single Row), Continued

Procedures,
continued
Step Action
4 The member’s current OHA row will display. If the row to be corrected isn’t the

most recent, click View All

BAH OHA FSH MIHA
Frye, Kaylee Employee EmplID 1234567 Empl Record 0
Overseas Housing Allowance Find First ‘4’ 10f10 '}/ Last
Delete +
Effective Date: 07/11/2019 | =
Status: Approved: ¥
Approver: 9376543 Zoe Washburne
OHA Type: [OHA With Dependents v Approved at:  07/22/2019 2:01PM
OHA Reason: | Iransfer v [ Home Owner Indicator
Locality Code: |NL015 |G [ Fixed Exchange Rate
" . 2569.00

OHA Rental Table Amount: 2150.00 Entitied OHA Amount:

Monthly Rental Amount: 2000.00 Utilities Included in Rent: | None hd

Shared Rental Amount: 2000.00 Utility Point Total: 0

Constructive Rental Cap: 272800 Utility Recurring Maint Allow: 569.00
OHA Rental Sharers Personalize | Find | & | = First ‘4’ 10f1 ‘&' Last
*Branch of Service EmpliD Sharer Name
1] v Q F =
OHA Dependents Personalize | Find | (2 | e First ‘' 10f1 '}/ Last
=D Name Relation glr::c Branch Sp= Empl
1|04 |@ Tam, simon Spouse M [+] [=]

|5 Save | |o* Return to Search [=] Motify | Update/Display 4 Include History 72 Comrect History

Continued on next page
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Correcting OHA (Editing a Single Row), Continued

Procedures,
continued
Step Action
5 All rows will now be displayed. Scroll through the rows and locate the row(s) that
require correction.
BAH OHA FSH MIHA
Frye, Kaylee Employee EmplID 1234567 Empl Record 0
Overseas Housing Allowance Find First ‘4 1-100f10 '»' Last
Delata +
Effective Date: 07/11/2019 |5 =
Status: Approved:
Approver: 0876543 Zoe Washburne
OHAType:  |OHAWith Dependents v Approved at:  07/22/2019 2-01PM
OHA Reason: | TTansfer v [JHome Owner Indicator
Locality Code: NLO15 |C [ Fixed Exchange Rate
= . 256900
OHA Rental Table Amount; 2159.00 Entitied OHA Amount:
Monthly Rental Amount: 2000.00 Utilities Included in Rent: [None v
Shared Rental Amount: 2000.00 Utility Point Total: 0
Constructive Rental Cap: 2728.00 Utility Recurring Maint Allow: 56900
OHA Rental Sharers Personalize | Find | & | E First ‘' 10f1 '} Last
*Branch of Service EmpliD Sharer Name
1 | ~ Q [+ [=]
OHA Dependents Personalize | Find | & | = First ‘4 10f1 '»' Last
il 1] Name Relation gffc Branch Sps Empl
104 |@  Tam, Simon Spouse N [+ [=]
Delete =
Effective Date: |06/25/2019 |[3]
Status: Inactive v Approved: ¥
Approver: 9876543 Zoe Washburne
OHAType:  |OHAWith Dependents v Approved at:  07/09/2019 4:02AM
OHA Reason: | Transfer v [JHome Owner Indicator
Locality Code: |SG001 Q [JFixed Exchange Rate
- . 912572
OHA Rental Table Amount: 9000.00 Entitied OHA Amount:
Monthly Rental Amount: 8010.72 Utilities Included in Rent: | None bt
Shared Rental Amount: 8010.72 Utility Point Total: 0
Constructive Rental Cap: 10115.00  Utility Recurring Maint Allow: 1115.00
OHA Rental Sharers Personalize | Find | | et First ‘4 10f1 ' Last
*Branch of Service EmpliD Sharer Name
1 | v a =+ =
OHA Dependents Personalize | Find | & | B First ‘4 10of1 '} Last
=D Name Relation grp:c Branch Sps Empl
104 @ Tam, Simon Spouse N [+ [=]

Continued on next page
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Correcting OHA (Editing a Single Row), Continued

Procedures,
continued

Step

Action

6

Utilities included in Rent.

any changes.

section for more guidance.

Make changes to any of the editable fields as appropriate. In this example, the
most recent OHA row required a correction to the Monthly Rental Amount and the

IMPORTANT: It is important to take a screenshot of the row prior to making

Remember: If the Effective Date needs to be corrected, the row must be deleted
and re-entered with the correct date. See the Correcting OHA (Deleting a Row)

BAH OHA FSH MIHA
Frye, Kaylee Employee EmpliD 1234567 EmplRecord 0
Overseas Housing Allowance Find | View All First ‘4 10f10 '*' Last
Delete +
Effective Date: (07/11/2019 5 =
Status: Approved:
Approver: 9376543 Zoe Washburne
OHAType:  |OHA With Dependents v Approved at:  07/22/2019 2:01PM
OHA Reason: [Transfer i | |D Home Owner Indicatorl
Locality Code: [NLO15 J & [ Fixed Exchange Rate
- . 2569.00

OHA Rental Table Amount: 2159.00 Enfitled OHA Amount:

Monthly Rental Amount: 2000.00 Utilities Included in Rent: | None hd

Shared Rental Amount: 2000.00 Utility Point Total] 0

Constructive Rental Cap: 2728.00 Utility Recurring Maint Allow: 569.00
OHA Rental Sharers Personalize | Find | 2 | = First ‘4’ 10f1 '»' Last
*Branch of Service EmpliD Sharer Name
1 v Q #[=
OHA Dependents Personalize | Find | (2 | =5 First ‘4' 10f1 '»' Last
*D Name Relation gf\?c Branch Sps Empl
1|04 @ Tam, Simon Spouse ] [+] :II

|§lSave || |2" Retumn to Search =] Notify 7| Update/Display ) /'I Include History Correct History

Continued on next page



https://www.dcms.uscg.mil/Portals/10/CG-1/PPC/CCB/Submitting%20Trouble%20Tickets%20with%20Supporting%20Images.pdf?ver=2019-08-02-101001-967

21 October 2019

Correcting OHA (Editing a Single Row), Continued

Procedures,
continued
Step Action
7 Once all changes have been made, click the Notepad icon.
BAH OHA FSH MIHA
Frye, Kaylee Employee EmplID 1234567 Empl Record 0
Overseas Housing Allowance Find | View All First ‘4 10f10 '}/ Last
Delete +
Effective Date: 07/112019 [ =+
Status: Avproved:
Approver: 9376543 Zoe Washburne
OHAType: ~ |OHA Wit Dependents v] Approved at:  07/22/2019 2:01PM
OHA Reason: [Transfer v ] Home Owner Indicator
Locality Code: [NLO15 |G [ Fixed Exchange Rate
: . 2669.00
OHA Rental Table Amount: 2159.00 Entitied OHA Amount:
Monthly Rental Amount: 2100.00 Utilities Included in Rent:| Some hd
Shared Rental Amount: 2100.00 Utility Point Total [
Constructive Rental Cap: 2728.00 Utility Recurring Maint Allow: 569.00
OHA Rental Sharers Personalize | Find | CY | E First ‘4’ 10f1 “*' Last
*Branch of Service EmplD Sharer Name
1] v a [+ [=]
OHA Dependents Personalize | Find | CY | E First ‘4 10f1 ‘% Last
D Name Relation grp:c Branch Sps Empl
1/04 |G, Tam, Simon Spouse N [+ [=]
[F)save ||[a" Returnto Search |[[=’] Notify | Update/Display | ] Include History > Comect History

Continued on next page
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Correcting OHA (Editing a Single Row), Continued

Procedures,
continued

Step Action

8 Select Add a New Note.

R

= Notepad

» Instructions
election Criteria

“EmplID | 1234567
*Record 0
*Effective Date 2019-07-11

Notes From Through

Search Add a New Note

Existing Notes

B Q 1-1 0f 1
EmplID Record Effective Date Subject Created
1234567 0 2019-07-11 TLA Used Q7/22/2019 12:30PM

9 Enter a Subject and Note Text describing the reason for the OHA correction.

Click Save. Upon saving, ‘X’ out of the window to return to the member’s OHA
page.
EI Selected Note

» Instructions
Selected Performance Note

Applications
EmpliD 1234567 Created  08/22/2019 11:10AM
Record 0 Creator  Hoban Washburne
Effective Date  2019-07-11 Updated

Updated By

Subject | OHA Correction

Note Text | Rental amount entered incorrectly, should be 2100 vice 2000 with Some utilities (12
covered.

Save

Continued on next page
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Correcting OHA (Editing a Single Row), Continued

Procedures,
continued
Step Action
10 | Verify all changes have been entered as appropriate. Click Save.
BAH OHA FSH MIHA
Frye, Kaylee Employee EmplID 1234567 Empl Record 0
Overseas Housing Allowance Find | View All First ‘4 10f10 '}/ Last
Delete +
Effective Date: |07/11/2019 |[+] =
Status: Avproved:
Approver: 9376543 Zoe Washburne
OHAType:  [OHAWilh Dependenis v Approved at:  07/22/2019 2:01PM
OHA Reason: [Transfer v ] Home Owner Indicator
Locality Code: [NLO15 |G [ Fixed Exchange Rate
: . 2669.00
OHA Rental Table Amount: 2150.00 Entitied OHA Amount:
Monthly Rental Amount: 2100.00 Utilities Included in Rent: [ Some hd
Shared Rental Amount: 2100.00 Utility Point Total: [
Constructive Rental Cap: 272300 Utility Recurring Maint Allow: 569.00
OHA Rental Sharers Personalize | Find | CY | E First ‘4’ 10f1 “*' Last
*Branch of Service EmplD Sharer Name
1] v a [+ [=]
OHA Dependents Personalize | Find | CY | E First ‘4 10f1 ‘% Last
D Name Relation grp:c Branch Sps Empl
1/04 |G, Tam, Simon Spouse N [+ [=]
|"J=f|gave I " Return to Search || [+] Notify | Update/Display | ] Include History 7 Correct History

Continued on next page
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Correcting OHA (Editing a Single Row), Continued

Procedures,
continued

Step Action

11 | Upon saving, the Approver information will no longer be populated. The
correction has been forwarded to the SPO tree for approval.

BAH OHA FSH MIHA
Frye, Kaylee Employee EmplID 1234567 Empl Record 0
Overseas Housing Allowance Find | View All First ‘4" 1 0of 10 '}’ Last
—— Delete ]
Effective Date: |07/11/2019 |5
Status: Approved:
Approver:
OHA Type: [ OHA With Dependenis v| Approved at:
OHA Reason: | Transfer v [ Home Owner Indicator
Locality Code: |NLO15 [Q [ Fixed Exchange Rate
i . 2669.00
OHA Rental Table Amount: 2159.00 Entitled OHA Amount:
Monthly Rental Amount: 2100.00 Utilities Included in Rent: | S0me hd
Shared Rental Amount: 2100.00 Utility Point Total: 5
Constructive Rental Cap: 272800 Utility Recurring Maint Allow: 569.00
OHA Rental Sharers Personalize | Find | GV | 5] First ‘&' 10f1 ‘® Last
*Branch of Service EmpliD Sharer Name
1] v Q (] [=]
OHA Dependents Personalize | Find | (2 | 5] First ‘4’ 10f1 '‘» Last
*ID Name Relation gl?\?c Branch Sps Empl
1/04 @ Tam, Simon Spouse M +] [=]
i Save oM Return to Search =] Notify | Update/Display ] Include History

12 | Per Email ALSPO B/19, once the OHA request has been approved, it is important
to review the member’s Pay Calculation Results to ensure the pay transaction
processed correctly. Please see the Pay Calculation Results user guide for more
information on navigating, reviewing, and validating pay transactions.

Remember, if this correction is Qut-of-Range (any part of the affected period is
older than 24 pay periods or 1 year), all the corrections/changes MUST be
reported to PPC Customer Care to be processed manually (see In-Range vs. Out-
of-Range for more guidance).

12


https://www.dcms.uscg.mil/Portals/10/CG-1/PPC/ALSPO/2019/AuditingStandardPayTransactionsAlspoB19.pdf
https://www.dcms.uscg.mil/Portals/10/CG-1/PPC/GUIDES/GP/SPO/Earnings/Pay%20Calculation%20Results.pdf?ver=2019-07-01-111239-993
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Correcting OHA (Inserting a Row)

Introduction

Corrections
and Timing

Procedures

This section provides the procedures for a SPO to insert a row and make
corrections to existing rows of a member’s Overseas Housing Allowance
(OHA) in Direct Access (DA).

While some OHA fields are editable and allow corrective action, if any
dates require correction, the incorrect row must be deleted. The deletion
must be approved immediately and a new OHA row entered with the
correct dates and entitlements. The new row needs to be approved
immediately as well.

THIS COMPLETE PROCESS MUST BE DONE WITHIN THE
SAME PAY PERIOD TO PREVENT PAY PROBLEMS! PPC
(MAS) RECOMMENDS COMPLETING THE ENTIRE PROCESS
WITHIN 10 MINUTES. FAILURE TO COMPLETE CORRECTIVE
ACTIONS IN PROPER SEQUENCE AND TIMING MAY RESULT
IN OVERPAYMENTS/UNDERPAYMENTS.

First, delete the OHA row(s) from newest to oldest:

1. Delete the NEWEST incorrect OHA row.

2. Approve the deletion.

3. Repeat steps 1 and 2 until the entire affected period is deleted.

Then, add OHA row(s), from oldest to newest.

1. Add the oldest OHA row with the correct information.
2. Approve the addition.

3. Repeat steps 1 & 2 until the entire period is added.

It is important to take screenshots of the member’s OHA row(s)
before and after any corrections/deletions. This is especially important
if the correction 1s Out-of-Range. These screenshots are required to be
attached to the PPC Trouble Ticket.

See below.

Step

Action

1 | Select Housing Allowance from the Active & Reserve Pay Shortcuts pagelet.

Active & Reserve Pay Shortcuts - B
Direct Deposit Proocy - Submit Absence Request

Voluntary Deductions SGLI + FSGLI

Maintain Tax Data USA Housing Allowance

Cost of Living Allowance Dependent Information

EAH DepndntEmrgneyData Emplid MGIB Enrollments

Sea Time Balances AviP

View Payslips (AD/RSW) Met Distribution

Pay Calendar Resulis Proxy - Submit Mon-Charge Abs

Continued on next page
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https://www.dcms.uscg.mil/Portals/10/CG-1/PPC/CCB/Submitting%20Trouble%20Tickets%20with%20Supporting%20Images.pdf?ver=2019-03-18-112517-230
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Correcting OHA (Inserting a Row), Continued

Procedures,
continued

Step Action

2 | Enter the member’s Empl ID, check the Correct History box and click Search.
Housing Allowance

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value

Search Criteria

Empl ID| begins with v [[1234567 |

EmplRecord[= w/|

Name[[begins wih V]

Last Name

Second Last Name

Alternate Character Name

Middle Name| begins with v/

Business Unit| begins with w|

Department Set ID[begins with V|
Department| begins with s

Uinclude History | Q:ECUrrect History [ case Sensitive

2L

Clear Basic Search @I'E] Save Search Criteria

3 | The member’s BAH page will display. Click the OHA tab.

BAH | OHA I F5H MIHA

Malcolm Reynolds Employee EmplID 1234567 Empl Record 0
BAH Entitlements Find | View All First ‘4 10of6 '* Last
Delete +
Effective Date: 06/102018 | &
Status: Inactive ~ Approved: ¥ Grand Fathered
Approver: 6543218 River Tam
Approved at:  06/14/18 4:21AM
BAH Change [ Transfer v
i) L
BAH Qtr Status: 0410? Description:  W/O dependents; Mbr not in govt qtrs
BAH Zip: ME139 BAH Type: BAH Without Dependents
Military Rank: E5 BAH Rate: 1587.0000
Fair Rent: BAH Enfitle:  1587.0000 Override Flag
BAH Dependent Beneficiaries Personalize | Find | £ | B First ‘4’ 10f1 ‘*' Last

Dependent Information | Termination Information

*Dep/Ben Name Relation Birth BAH Elig In A Service 50% Supp Last Approval

1 Q [+ [=]

|5l Save | [a" Return to Search [=] Motify | Update/Display 4 Include History -~ Correct History

Continued on next page
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Correcting OHA (Inserting a Row), Continued

Procedures,
continued
Step Action
4 | The member’s current OHA row will display.

In this example, the member got married in October 2018. He and his dependent
spouse moved into a new apartment on October 13, 2018. Because this entry
takes place prior to the current row, a new row will need to be inserted and any
OHA row with an Effective Date after 10/13/18 will need to be updated to reflect
any required changes (i.e. OHA Type, dependent data, monthly rent, utilities, etc.).

Click View All to display all rows.

BAH OHA FSH MIHA

Malcolm Reynolds Employes Empl ID 1234567 Empl Record 0
Overseas Housing Allowance Find First ‘4 10f3 '*' Last
Delete [+]
Effective Date: 07/162019 (]
Status: Approved: ¥/
Approver: 6789123 Kaylee Frye
OHAType: | OHA Without Dependents v Approved at:  07/22/2019 4:00PM
OHA Reason: |JFTR Rale Change v ] Home Owner Indicator
Locality Code: |GU001 |Q [ Fixed Exchange Rate
" . 2924 25

OHA Rental Table Amount; 2205.00 Entitied OHA Amount:

Monthly Rental Amount: 2205.00 Utilities Included in Rent: | Some hd

Shared Rental Amount: 2205.00 Utility Point Total: 8

Constructive Rental Cap: 2924 25  Utility Recurring Maint Allow: 71925
OHA Rental Sharers Personalize | Find | Y | E First ‘4' 10f1 ‘&' Last
*Branch of Service EmpllD Sharer Mame
1] v Q (] [=]
OHA Dependents Personalize | Find | (2 | ] First ‘4" 10f1 '} Last
*D Name: Relation EE\?C Branch Sps Empl
1 aQ [+ [=]

|l Save ||lo* Retumn to Search [=] Notify | Update/Display _#] Include History Correct History

Continued on next page
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Correcting OHA (Inserting a Row), Continued

Procedures,
continued
Step Action
5 | For the purposes of this example, a row will need to be inserted after the

08/01/2018 row to account for the OHA changes. To add a row, click the (+)

button located on the 08/01/2018 row.
BAH OHA FSH MIHA
Malcolm Reynolds Employee EmplID 1234567 Empl Record 0
Overseas Housing Allowance Find | View 1 First ‘4" 1-30f3 '}/ Last
Delele [+
Effective Date: (07/162019 5]
Status: Approved: ¥
Approver: 6789123 Kaylee Frye
OHA Type:  |OHA Without Dependents vl Approved at:  07/22/2019 4:00PM 0
OHA Reason: [JFTR Rate Change v [ Home Owner Indicator
Locality Code: |GU001 |Q [ Fixed Exchange Rate
. . 292425
OHA Rental Table Amount: 2205.00 Entitied OHA Amount:
Monthly Rental Amount: 2205.00 Utilities Included in Rent: | Some hd
Shared Rental Amount: 220500 Utility Point Total: 8
Constructive Rental Cap: 2024 25  Utility Recurring Maint Allow: 71925
OHA Rental Sharers Personalize | Find | Y | E First '4' 10f1 ‘&' Last
*Branch of Service EmpllD Sharer Name
1] v Q [+ [=]
OHA Dependents Personalize | Find | Y | & First ‘4’ 10f1 ‘»' Last
=D Name Relation grp:c Branch Sps Empl
1 |q =
osse——] ]
Effective Date: |03f0“2013
Status: Active v Approved: ¥
Approver: 6789123  Kaylee Frye
OHAType:  |OHA Without Dependents v Approved at:  08/09/2018 12:47FM ]
OHA Reason: |JFTR Rate Change v [ Home Owner Indicator
Locality Code: GUoD1 |Q O Fixed Exchange Rate
" . 289500
OHA Rental Table Amount: 2205.00 Entitied OHA Amount:
Monthly Rental Amount: 2205.00 Utilities Included in Rent: [ S0me v
Shared Rental Amount: 2205.00 Utility Point Total: 8
Constructive Rental Cap: 2805 00  Utility Recurring Maint Allow: 690.00
OHA Rental Sharers Personalize | Find | 2 | == First ‘4’ 10of1 "} Last
*Branch of Service EmpllD Sharer Name
1 | v &} [+ [=]
=1 . : A

Continued on next page

16




21 October 2019

Correcting OHA (Inserting a Row), Continued

Procedures,
continued
Step Action
6 A new row will populate. Ensure it sits between the appropriate dates (in this case

between the most current row of 07/16/2019 and 08/01/2018). Because the new row was
inserted using the 08/01/2018 row, the Effective Date defaults to 08/01/2018.

BAH OHA FSH MIHA
Malcolm Reynolds Employee EmplID 1234567 EmplRecord 0
Overseas Housing Allowance Find | View 1 First ‘4’ 140f4 ‘b Last
Delete ]
Effective Date: 07/16/2019 |
Status: Approved:
Approver: 6789123 Kaylee Frye
OHAType:  |OHA Without Dependents v Approved at: 0772212019 4:00PM ]
OHA Reason: |JFTR Rate Changs v [J Home Owner Indicator
Locality Code: |GU00T |Q [ Fixed Exchange Rate
- . 292425
OHA Rental Table Amount: 2205.00 Enfitied OHA Amount:
Monthly Rental Amount: 2205.00 Utilities Included in Rent: [ Some v
Shared Rental Amount: 2205.00 Utility Point Total: 8
Constructive Rental Cap: 292425  Utility Recurring Maint Allow: 719.25
OHA Rental Sharers Personalize | Find | £ | [ First ‘4’ 10f1 ‘*' Last
*Branch of Service EmpllD Sharer Name
1 | w~ &} [+ [=]
OHA Dependents Personalize | Find | 2 | = First ‘4’ 10f1 ‘*' Last
*D Name Relation gr:c Branch Sps Empl
1 Ja [+ [=]
Delete ]
Effective Date: 08/01/2018 |5
Status: Approved:
Approver:
OHA Type: | v Approved at: a
OHA Reason: | V| [ Home Owner Indicator
Locality Code: Q [JFixed Exchange Rate
OHA Rental Table Amount: Entitled OHA Amount:
Monthly Rental Amount: Utilities Included in Rent: | v
Shared Rental Amount: Utility Point Total: 0
Constructive Rental Cap: Utility Recurring Maint Allow:
OHA Rental Sharers Personalize | Find | £ | [ First ‘4’ 10f1 ‘*' Last
*Branch of Service EmpllD Sharer Name
1 | w~ &} [+ [=]
OHA Dependents Personalize | Find | £ | EH First ‘4" 10f1 ‘*' Last
*D Name Relation gr:c Branch Sps Empl
1 o [+ [=]
Delete ]
Effective Date: 08/01/2018 |5
Status: Approved: ¥
Approver: 6789123 Kaylee Frye
OHAType:  |OHA Without Dependents v Approved at: 08/09/2018 12:47PM a
OHA Reason: |JFTR Rate Change v [JHome Owner Indicator
[ Cied Cocn ot

Continued on next page
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21 October 2019

Correcting OHA (Inserting a Row), Continued

Procedures,
continued

Step

Action

7

Complete the following fields:
¢ Enter the appropriate Effective Date and ensure the Status reflects Active.

¢ Using the drop-down, select the appropriate OHA Type.

¢ Using the drop-down, select the appropriate OHA Reason.

¢ Enter the Locality Code or use the lookup.

¢ Enter the Monthly Rental Amount.

e Check the Home Owner Indicator box or Fixed Exchange Rate as necessary.
e Using the drop-down, select the appropriate Utilities Included in Rent.

e Enter any OHA Rental Sharers if the member is sharing the monthly rental
expenses with another person.

e Enter any OHA Dependents if the member has BAH eligible dependents
residing with them at the rental location.

Note: Refer to the Starting Overseas Housing Allowance for more information on
entering OHA data.

— Delete +]
Effective Date: |10/13/2018 B
Status: Active v Approved:
Approver:
OHAType: | OHA With Dependents ] Approved at: [
OHA Reason: LDependency Change hd [ Home Owner Indicator
Locality Code: [BU001 & [ Fixed Exchange Rate
i . 3270.00
OHA Rental Table Amount: 2450.00 Entitied OHA Amount:
Monthly Rental Amount: 2350.00 Utilities Included in Rent: | Mone hd
Shared Rental Amount: 2350.00 Utility Point Total:] 0
Constructive Rental Cap: 3370.00 Utility Recurring Maint Allow: 920.00
OHA Rental Sharers Personalize | Find | (2| EH First ‘4’ 10f1 '}/ Last
*Branch of Service EmpliD Sharer Name
| vl Q, [+ [=]
OHA Dependents Personalize | Find | 2 | [ First ‘4" 10f1 '*' Last
=D Name Relation gf:c Branch Sps Empl
] 4 =)

Continued on next page
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https://www.dcms.uscg.mil/Portals/10/CG-1/PPC/GUIDES/GP/SPO/Earnings/Starting%20Overseas%20Housing%20Allowance%20(OHA).pdf?ver=2019-08-15-092347-893

21 October 2019

Correcting OHA (Inserting a Row), Continued

Procedures,
continued
Step Action
8 | Once all the information has been entered as appropriate, click the Notepad icon.
BAH OHA FSH MIHA
Malcolm Reynolds Employes EmplID 1234567 Empl Record 0
Overseas Housing Allowance Find | View 1 First ‘4’ 1-40f4 '»' Last
Delete [+
Effective Date: 07/162019 |5
Status: Avproved: ¥
Approver: 6789123  Kaylee Frye
OHAType:  |OHAWithout Dependents v Approved al:  07/2272019 4:00PM 0
OHA Reason: |JFTR Rate Change v [JHome Owner Indicator
Locality Code: GUO01 |C [ Fixed Exchange Rate
- . 2824 25
OHA Rental Table Amount: 2205.00 Entitied OHA Amount:
Monthly Rental Amount: 2205.00 Utilities Included in Rent: [ Some v
Shared Rental Amount: 220500 Utility Point Total: 8
Constructive Rental Cap: 2024 25  Utility Recurring Maint Allow: 719.25
OHA Rental Sharers Personalize | Find | 2| = First ‘4" 10f1 "} Last
*Branch of Service EmpllD Sharer Name:
1] W Q [# [=]
OHA Dependents Personalize | Find | 2 | = First ‘4’ 10f1 “*' Last
D MName Relation grp:c Branch Sps Empl
1 1Q #[=
Delete =
Effective Date: |10/13/2018 |[&]
Status: Approved:
Approver:
OHA Type: [OHA With Dependents v Approved at:
OHA Reason: | Dependency Change v [IHome owner Indicator
Locality Code: |GU00T /@ [IFixed Exchange Rate
: . 3270.00
OHA Rental Table Amount: 2450.00 Entitied OHA Amount:
Monthly Rental Amount: 2350.00 Utilities Included in Rent: [None v
Shared Rental Amount: 235000 Utility Point Total: 0
Constructive Rental Cap: 337000 Utility Recurring Maint Allow: 920.00
OHA Rental Sharers Personalize | Find | 2 | E First ‘&' 1of1 &' Last
*Branch of Service EmpllD Sharer Name:
1] v Q [ [=]
OHA Dependents Personalize | Find | (2| E First ‘4 10f1 "' Last
=D MName Relation grp:c Branch Sps Empl
102 |Q, Sema-Reynolds, Inara Spouse N e

Continued on next page
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21 October 2019

Correcting OHA (Inserting a Row), Continued

Procedures,
continued
Step Action
9 Select Add a New Note.
R
E] Notepad
P Instructions
[~ Selection Criteria
*EmplID 1234567
*Record 0
*Effective Date 2018-10-13
Notes From Through
Search Add a New Note
There are no existing notes for the specified selection criteria.

10

Enter a Subject and Note Text describing the reason for the OHA correction.
Click Save. Upon saving, ‘X’ out of the window to return to the member’s OHA

age.

H Selected Note

» Instructions
Selected Performance Note

Updated By

Applications
EmpliD 1234567 Created  (08/26/2019 9:12AM
Record 0 Creator Hoban Washburne
Effective Date 2018-10-13 Last Update

Subject | OHA W/ Dependents

new dependent and rental changes.

Note Text |Member acquired a dependent on 10/13/2018. OHA row inserted to reflect g

Save

Return to Note Selection Page

20

Continued on next page




21 October 2019

Correcting OHA (Inserting a Row), Continued

Procedures,
continued
Step Action
11 | Verify all changes have been made as appropriate. Click Save. The request will be

forwarded to the SPO tree for approval. It is important the OHA request be
approved immediately so any additional rows may be added/corrected as
appropriate and approved (see Corrections and Timing for more information).

BAH OHA FSH MIHA
Malcolm Reynolds Employee Empl ID 1234567 Empl Record 0
Overseas Housing Allowance Find | View 1 First ‘4’ 140f4 ‘b Last
Delete [+
Effective Date: 07/16/2019 |}
Stats: Avproved: ¥
Approver: 6789123 Kaylee Frye
OHAType:  |OHA Without Dependents v Approved at:  07/22/2019 4:00PM ]
OHA Reason: |JFTR Rate Change v [ Home Owner Indicator
Locality Code: GU001 |Q I Fixed Exchange Rate
- . 2924 25
OHA Rental Table Amount: 2205.00 Entitled OHA Amount:
Monthly Rental Amount: 2205.00 Utilities Included in Rent: |S°"”E v
Shared Rental Amount: 220500 Utility Point Total: 8
Constructive Rental Cap: 2924 25  Utility Recurring Maint Allow: 719.25
OHA Rental Sharers Personalize | Find | 2| & First ‘4 10f1 ‘}/ Last
*Branch of Service EmpliD Sharer Name
1] v Q [+ =
OHA Dependents Personalize | Find | 2 | E First ‘' 10f1 "} Last
D Name Relation gffc Branch Sps Empl
1 Q [+ [=]
Delete =
Effective Date: |10/132018 |}
Status: Approved:
Approver:
OHAType:  |OHAWith Dependents v] Approved at: 0
OHA Reason: |Dependency Change v [ Home Owner Indicator
Locality Code: 30001 |Q [JFixed Exchange Rate
o . 3270.00
OHA Rental Table Amount: 2450.00 Entitied OHA Amount:
Monthly Rental Amount: 2350.00 Utilities Included in Rent: | None hd
Shared Rental Amount: 2350.00 Utility Point Total: 0
Constructive Rental Cap: 3370.00 Utility Recurring Maint Allow: 920.00
OHA Rental Sharers Personalize | Find | 2| = First ‘4 10f1 ‘»/ Last
*Branch of Service EmpllD Sharer Name
1 | w Q [+ =]
OHA Dependents Personalize | Find | 22| = First ‘%' 10f1 "*' Last
D Name Relation gr:c Branch Sps Empl
1 DZ Q, Serra-Reynolds,Inara Spouse N ﬂ j
I_EJJSa\re I_J\-“ Return to Search [=7] Motify | Update/Display 1 Include History 2 Comrect History

Continued on next page
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21 October 2019

Correcting OHA (Inserting a Row), Continued

Procedures,
continued

Step

Action

12

rior to making any changes.

Once the OHA request has been approved, make any necessary corrections to the
next consecutive row as appropriate. Remember, take a screenshot of the row

BAH OHA F5H MIHA
Malcolm Reynolds Employee EmplID 1234567 Empl Record 0
Overseas Housing Allowance Find | First ‘' 1-40f4 '}/ Last
Delete #
Effective Date: 07/16/2019 |3
Stats: Approved: ¥
Approver: 6789123  Kaylee Frye
OHAType:  |OHAWithout Dependents v Approved at:  07/22/2019 4:00PM ]
OHA Reason: [JFTR Rate Change vl [ Home Owner Indicator
Locality Code: [GU001 |Q [ Fixed Exchange Rate
- . 292425
OHA Rental Table Amount: 2205.00 Entitied OHA Amount:
Monthly Rental Amount: 2205.00 Utilities Included in Rent: | S0me v
Shared Rental Amount: 2205.00 Utility Point Total: 8
Constructive Rental Cap: 2924 25  Utility Recurring Maint Allow: 719.25
OHA Rental Sharers Personalize | Find | 2 | E First ‘4 10of1 '»' Last
*Branch of Service EmpliD Sharer Name
1 | v (&} [+ [=]
OHA Dependents Personalize | Find | 2 | E First ‘&) 10f1 &/ Last
=D N i Sps
ame Relation Srve Branch Sps Empl
1 o [+] [=]
Delete |
Effective Date: |10/132018 |[:{
Status: Approved: ¥
Approver: 9876543 Zoe Washburne
OHA Type: [OHA With Dependents vl Approved at:  08/26/2019 9:38AM
OHA Reason: |Dependency Change v [ Home Owner Indicator
Locality Code: |GU001 @ [ Fixed Exchange Rate
- . 3270.00
OHA Rental Table Amount: 2450.00 Enfitied OHA Amount:
Monthly Rental Amount: 2350.00 Utilities Included in Rent: | Nene v
Shared Rental Amount: 235000 Utility Point Total: 0
Constructive Rental Cap: 3370.00 Utility Recurring Maint Allow: 920.00
OHA Rental Sharers Personalize | Find | (2 | E First ‘4" 10of1 '* Last
*Branch of Service EmpllD Sharer Name
1 | v (&} [+ [=]
OHA Dependents Personalize | Find | 22| E& First ‘& 10f1 ‘&' Last
=D N i 5=
ame Relation Sive Branch Sps Empl
102 |C, Serra-Reynolds,Inara Spouse M 1| ;I

Continued on next page
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21 October 2019

Correcting OHA (Inserting a Row), Continued

Procedures,
continued

Step

Action

13

In this example, the 07/16/2019 row needs to be corrected to reflect the dependent
and monthly rental changes. Update as appropriate, then click the Notepad icon.

BAH OHA FSH MIHA
Malcolm Reynolds Employee EmplID 1234567 Empl Record 0
Overseas Housing Allowance Find | First ‘4 140f4 '} Last
Delete #
Effective Date: 97/16/2019 |
Status: Approved:
Approver: 6789123  Kaylee Frye
OHA Type: | OHA With Dependents | Approved at:  07/22/2019 4:00PM
OHA Reason: |JFTR Rate Change v [ Home Owner Indicator
Locality Code: [GU001 |3 CJFixed Exchange Rate
- . 3309.00
OHA Rental Table Amount: 245000 Entitled OHA Amount:
Monthly Rental Amount: 235000 Utilities Included in Rent: [None V|
Shared Rental Amount: 2350.00 Utility Point Total: 0
Constructive Rental Cap: 3400.00 Utility Recurring Maint Allow: 959.00
OHA Rental Sharers Personalize | Find | £ | e First ‘4’ 10f1 '}/ Last
*Branch of Service EmpliD Sharer Name:
1] ] Q [+ [=
OHA Dependents Personalize | Find | £ | ] First ‘4" 10f1 ‘b Last
D Name Relation glr::c Branch Spz Empl
1 Serra-Reynolds, Inara Spouse M [+] [=]
Delete il
Effective Date: |10/132018 |5
Statu: Approved: ¥
Approver: 9876542 Zoe Washburne
OHA Type: | OHA With Dependents V| Approved at:  08/26/2019 9-38AM
OHA Reason: |Dependency Change v [ Home Owner Indicator
Locality Code: GUODT |@ CIFixed Exchange Rate
. . 3270.00
OHA Rental Table Amount: 2450.00 Entitied OHA Amount:
Monthly Rental Amount: 235000 Utilities Included in Rent: [None hd
Shared Rental Amount: 2350.00 Utility Point Total: 0
Constructive Rental Cap: 3370.00  Utility Recurring Maint Allow: 920.00
NHA Bental Sharers Ear liza | Eind 1 (211 EF Eirct ‘4 4 nf4 (P ) oct

Continued on next page
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21 October 2019

Correcting OHA (Inserting a Row), Continued

Procedures,
continued

Step

Action

14

B Notepad

structions
Selection Criteria

*Record 0

Notes From

Search

Select Add a New Note.

*EmplID 1234567

*Effective Date 2019-07-16

Through

Add a New Note

[There are no existing notes for the specified selection criteria.

15

Enter a Subject and Note Text describing the reason for the OHA correction.
Click Save. Upon saving, ‘X’ out of the window to return to the member’s OHA

page.
é @ Motepad - Hidden

» Instructions

Applications
EmplID
Record

Effective Date

Subject

Note Text

B Selected Note

Selected Performance Note

_

1234567 Created 08/26/2019 9:43AM
0 Creator  Hoban Washburne
2019-07-16 Last Update

Updated By
QOHA Correction

GCorrected OHA row to reflect Dependent and Rental Amount Change. (E]2

Save

Return to Note Selection Page

24

Continued on next page




21 October 2019

Correcting OHA (Inserting a Row), Continued

Procedures,
continued

Step

Action

16

Verify all changes have been made as appropriate. Click Save. The request will be
forwarded to the SPO tree for approval. It is important the OHA request be
approved immediately so any additional rows may be added/corrected as
appropriate and approved (see Corrections and Timing for more information).

BAH OHA FSH MIHA

OHA Rental Sharers

Malcolm Reynolds Employes EmplID 1234567 Empl Record 0
Overseas Housing Allowance Find | View All First ‘4’ 10f4 '*' Last
Delete [+]
Effective Date: 07162019 5
Status: Avproved:
Approver: 6789123 Kaylee Frye
OHAType: | OHA With Dependents v Approved al:  07/2272019 4:00PM
OHA Reason: |JFTR Rate Change v [JHome Owner Indicator
Locality Code: |GU001 o} [IFixed Exchange Rate
: . 330800
OHA Rental Table Amount: 2450.00 Entitled OHA Amount:
Monthly Rental Amount: 235000 Utilities Included in Rent: [None v
Shared Rental Amount: 235000 Utility Point Total: 0
Constructive Rental Cap: 340000  Utility Recurring Maint Allow: 95900

Personalize | Fina | (0| & First ‘&' 1o0f1 "}’ Last
*Branch of Service EmpllD Sharer Name
1] W Q (+] [=]
OHA Dependents Personalize | Fina | (0| & First ‘&' 1o0f1 "}’ Last
*D Name Relation EE\?G Branch Sps Empl
1/02 @, Semra-Reynolds Inara Spouse M #] [=]
I'El Save I oh Return to Search | |[=] Nofify | Update/Display || ] Include History 2 Correct History

Continued on next page
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21 October 2019

Correcting OHA (Inserting a Row), Continued

Procedures,
continued
Step Action
17 | Upon saving any corrections to a pre-existing row, the Approver information will

no longer be populated. The correction has been forwarded to the SPO tree for
approval.

BAH OHA FSH MIHA
Malcolm Reynelds Employee EmplID 1234587 Empl Record 0
Overseas Housing Allowance Find | View Al First ‘4 1of4 '*' Last
o Delete (4]
Effective Date: (07/16/2019 |5
Staus: Approved:
Approver:
OHA Type: [OHA With Dependents v| Approved at:
OHA Reason: [JFTR Rate Change v [Home Owner Indicator
Locality Code: |GU001 [Q [ Fixed Exchange Rate
i . 3309.00

OHA Rental Table Amount: 2450.00 Entitied OHA Amount:

Monthly Rental Amount: 2350.00 Utilities Included in Rent: | None v

Shared Rental Amount: 2350.00 Utility Point Total: 0

Constructive Rental Cap: 3409.00 Utility Recurring Maint Allow: 959.00
OHA Rental Sharers Personalize | Find | 2 | [ First ‘4’ 10of1 "} Last
*Branch of Service EmpllD Sharer Mame
1] v aQ (] [=]
OHA Dependents Personalize | Find | 2 | = First ‘4 10f1 ‘}' Last
*D Name: Relation gf:c Branch Sps Empl
1[02 |G, Sema-Reynolds.Inara Spouse M +] [=]

il Save 2" Return to Search (=] Notify | Update/Display _=| Include History

18

Per Email ALSPO B/19, once the OHA request has been approved, it is important
to review the member’s Pay Calculation Results to ensure the pay transaction
processed correctly. Please see the Pay Calculation Results user guide for more
information on navigating, reviewing, and validating pay transactions (see Steps
19-21 to view the Pay Calculation Results for the example used in this section).

Remember, if this correction is Out-of-Range (any part of the affected period is
older than 24 pay periods or 1 year), all the corrections/changes MUST be reported
to PPC Customer Care to be processed manually (see In-Range vs. Out-of-Range
for more guidance).

Continued on next page
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21 October 2019

Correcting OHA (Inserting a Row), Continued

Procedures,
continued
Step Action
19 | In this example, the member’s OHA was corrected back to October 2018 to reflect

OHA with dependents and a new monthly rental amount. Pay Calculation Results
indicate the correction in the OHA Element and Retro Adjustments.

Before the Corrections have processed:

Calendar Group Results Earnings and Deductions Accumulators Supporting Elements
Malcolm Reynolds Employee EmplID 1234567 Empl Record 0
Calendar Group ID C119090 201909 On-Cycle AD Mid Month
Calendar Information Q 4 4 |20f2)v]
CalendarID CG ACT 2019M0SM Pay Group USCG
Segment Number 1 Version 1 Revision 1
Gross Result Value 3,703 075 uUsD Net Result Value 3,195.035 uUsD
Earnings & Deductions
5 Q 1-16 of 16[v] | Views
Element Results Components Retro Adjustments Deduction Arrears User Fields 113
Element Type Element Name Amount Description Instance ISJHCE Begin SlicelEnd Resolution Details
ate Date
Earnings BAS 184.700000%7 Basic Allow for Subsistence 0 09/01/2019 09/15/2019 Resolution Details &
Earnings BASIC PAY 1603.50000057 Basic Pay 0 09/01/2019 09/15/2019 Resolution Details
Earnings CLOTHING 21.49000057 Clothing Allowance 0 08/01/2019 09/15/2019 Resolution Details
Earnings CSEAPAY 112.500000%7 Career Sea Pay 0 09/01/2019 09/15/2019 Resolution Details
Earnings QCONUS COLA 206.25000057 OutConus COLA 1 09/01/2019 09/15/2019 Resolution Details
Earnings OHA 1462.13000057 Overseas Housing Allowance 0 09/01/2019 09/15/2019 Resolution Details
Earninas Snap 112 GOO0NNE Snacial Dute Acci nt Pay 1 namn4/2019 NG/16/201Q  Rscalitinn Netail
After the Corrections have processed:
Element Results Components Retro Adjustments Deduction Arrears User Fields
Element Type Element Name Amount Description Instance Slice Begin  Slice End Resolution Details
Date Date
Earnings BAS 184.700000%3 Basic Allow for Subsistence 0 09/01/2019  09/15/2019 Resolution Details
Earmnings BASIC PAY 1603.50000057 Basic Pay 0 09/01/2019  09/15/2019 Resolution Details
Earnings CLOTHING 21.490000% Clothing Allowance 0 09/01/2019 | 09/15/2019 Resolution Details
Eamings CSEAPAY 112.50000057 Career Sea Pay 0 09/01/2019 09/15/2019 Resolution Details
Earnings DELTA OHA 0.00000057 Retro Delta OHA 0 09/01/2019 | 09/15/2019 |Resolution Details
Earnings OCONUS COLA  206.25000057 OutConus COLA 1 09/01/2019 | 09/15/2019 Resolution Details
Earnings OHA 1654 50000057 Overseas Housing Allowance 0 09/01/2019 | 09/15/2019 | Resolution Details

Continued on next page
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21 October 2019

Correcting OHA (Inserting a Row), Continued

Procedures,
continued
Step Action
20 | Retro Adjustments indicate a DELTA OHA payment in the amount of $3,989.61.

Click the Adjustment Detail to view the breakdown of the DELTA OHA payment.

Calendar Group Results Earnings and Deductions Accumulators Supporting Elements
Malcelm Reynolds Employee Empl ID 1234567 Empl Record 0
Calendar Group ID  C119090 201909 On-Cycle AD Mid Month
Calendar Information Q | M4 4 |570f57v
Calendar D CG ACT 2019M0SM Pay Group USCG
Segment Number 1 Version 1 Revision 1
Gross Result Value 7,885 055 uso Net Result Value 7377 o1 usoD

Earnings & Deductions

H Q 1-17 of 17[v] | View5

Element Results Components Retro Adjustments Deduction Arrears User Fields | |Iv

Calculation Base

Element Type Element Name Amount Adjustment Adjustment Unit Adjustment Adjustment Detail Resolution Details
Earnings BAS 184 70000053 Resolution Details |
Earnings BASIC PAY 1603 5000005 Resolution Details
Earnings CLOTHING 21.49000057 Resolution Details
Eamings CSEAPAY 112 5000005 Resolufion Details
Earnings DELTA OHA 0.000000% 3989.610000 Adjustment Detail JResolution Details
Eamings OCONUS COLA  206.2500005] Resolution Details
Eamings OHA 1654 5000005 Resolufion Details
Earinns SDHAP 112 AONNNNET Resnlufinn Netail

Continued on next page
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21 October 2019

Correcting OHA (Inserting a Row), Continued

Procedures,
continued
Step Action
21 | Click View All to see the retro amounts paid to the member for each pay period

since the start of the correction.

Results by Calendar Group

Delta Details
Empl ID 1234367 Name Malcolm Reynolds
Empl Record 0
Calendar Group ID C119090 Description 201909 On-Cycle AD Mid Month
Calendar ID CG ACT 2019M09M Pay Group USCG
Element DELTA OHA Description Retro Delta OHA
Segment Number 1 Instance 0
Delta Details
5 Q 110f22 [V » M || ViewAl
Source Calendar ID Period ID Source Element I:zgnn;:r:t Currency Amount Delta Base Delta UnitDelta
CG ACT 2018M10E  A18M10PRD2 OHA 1 USD 187.50000057 0.000000%F / 0.000000
Return
Pelta Details /

H Q 1-22 of 29[~ View 1
Source Calendar ID Period ID Source Element ﬁﬁ?ﬂ':‘:':t Currency Amount Base Delta Unit Delta
CG ACT 2018M10E  A18M10PRD2  OHA 1 USD 187.50000057 0.0000003]  0.000000
CG ACT 2018M10M  A18M10PRD1  OHA 1 USD 37.500000%] 0.000000%7  0.000000
CG ACT 2018M11E  A18M11PRD2 OHA 1 USD 187.5000005 0.000000%  0.000000
CG ACT 2018M11M  A18M11PRD1  OHA 1 USD 187.500000%7 0.0000005] 0.000000
CG ACT 2018M12E  A18M12PRD2  OHA 1 USD 187.50000057 0.000000%7  0.000000
CG ACT 2018M12M A18M12PRD1  OHA 1 USD 187.50000077 0.000000577  0.000000
CG ACT 2019MO01E  A19MO1PRD2  OHA 1 USD 187.50000057 0.00000037  0.000000
CG ACT 2019M01M  A19MO1PRD1  OHA 1 USD 187.50000057 0.000000%7  0.000000
CG ACT 2019MO02E  A19MO2FPRD2 OHA 1 USD 187.5000005 0.000000%  0.000000
CG ACT 2019M02M  A19MO2FRD1  OHA 1 USD 187.500000%7 0.000000F] 0.000000
CG ACT 2019MO3E  A19MO3PRD2  OHA 1 USD 187.50000057 0.00000057  0.000000
CG ACT 2019M03M  A19MO3PRD1  OHA 1 USD 187.50000077 0.000000%7  0.000000
CG ACT 2019MO04E  A19MO4PRD2  OHA 1 USD 187.50000057 0.00000037  0.000000
CG ACT 2019M04M  A19MO4PRD1  OHA 1 USD 187.50000057 0.00000057  0.000000
CG ACT 2019MO5E  A1SMOSFRD2  OHA 1 USD 187.500000% 0.000000%  0.000000

Return
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21 October 2019

Correcting OHA (Deleting a Row)

Introduction

Corrections
and Timing

In-Range vs.
Out-of-Range

This section provides the procedures for a SPO to correct a member’s
Overseas Housing Allowance (OHA) by deleting and re-entering an OHA
row in Direct Access (DA).

While some OHA fields are editable and allow corrective action, if any
dates require correction, the incorrect row must be deleted. The deletion
must be approved immediately and a new OHA row entered with the
correct dates and entitlements. The new row needs to be approved
immediately as well.

THIS COMPLETE PROCESS MUST BE DONE WITHIN THE
SAME PAY PERIOD TO PREVENT PAY PROBLEMS! PPC
(MAS) RECOMMENDS COMPLETING THE ENTIRE PROCESS
WITHIN 10 MINUTES. FAILURE TO COMPLETE CORRECTIVE
ACTIONS IN PROPER SEQUENCE AND TIMING MAY RESULT
IN OVERPAYMENTS/UNDERPAYMENTS.

First, delete the OHA row(s) from newest to oldest:

1. Delete the NEWEST incorrect OHA row.

2. Approve the deletion.

3. Repeat steps 1 and 2 until the entire affected period is deleted.

Then, add OHA row(s), from oldest to newest.

1. Add the oldest OHA row with the correct information.
2. Approve the addition.

3. Repeat steps 1 & 2 until the entire period is added.

It is important to take screenshots of the member’s OHA row(s)
before and after any corrections/deletions. This is especially important
if the correction 1s Out-of-Range. These screenshots are required to be
attached to the PPC Trouble Ticket.

If the correction is In-Range (the entire affected period is within 24 pay
periods or 1 year): follow the steps in this guide and all corrections should
be processed automatically without manual intervention by PPC.

If the correction is Out-of-Range (any part of the affected period is older
than 24 pay periods or 1 year): follow the steps in this guide. Once all
corrections/changes have been approved, all the corrections/changes
MUST be reported to PPC Customer Care to be processed manually.

For guidance on how to take and attach screenshots (required) when
submitting a Customer Care ticket, see the Submitting Trouble Tickets
with Supporting Images user guide.

Continued on next page
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21 October 2019

Correcting OHA (Deleting a Row), Continued

Procedures See below.
Step Action
1 Select Housing Allowance from the Active & Reserve Pay Shortcuts pagelet.
Active & Reserve Pay Shortcuts - B
Direct Deposit Proxy - Submit Absence Request
Voluntary Deductions SGL + FSGL
Maintain Tax Data USA
Cost of Living Allowance Dependent Information
BAH DepndntEmrgncyData Emiplid MGIE Enroliments
Sea Time Balances AviP
View Payslips (AD/RSV) Het Distribution
Pay Calendar Results View Member W-2s
Proxy - Submit Non-Charge Abs

2 Enter the member’s Empl ID, check the Correct History box and click Search.
Housing Allowance

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value

Search Criteria

Empl ID| begins with w | 1234567 |

EmplRecord[= |
Name[egins with /|

Last Name

Second Last Name
Alternate Character Name
Middle Name[ begins with /|

Business Unit
Department Set ID[ begins with v/|
Depariment| begins with v/|

include History I Wl correct History [ case Sensitive

00

Clear Basic Search EDFI Save Search Criteria

Continued on next page
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21 October 2019

Correcting OHA (Deleting a Row), Continued

Procedures,
continued

Step Action

3 The member’s BAH page will display. Click the OHA tab.

BAH OHA F5H MIHA

Chester Copperpot Employee EmplID 1234567 Empl Record 0
BAH Entitlements Find | View All First ‘4 10of10 '} Last
Delete [+]
Effective Date: 052412019 |
Status: Inactive v Approved: ¥ | Grand Fathered
Approver: 9876543 Frances Fratelli
Approved at:  06/10/19 T:07PM
BAH Change | Transfer v
. L .
BAH Qtr Status: 2059? Description:  With dependents; Mbr and deps not assigned govt girs
BAH Zip: DC053 BAH Type:  BAH With Dependents
Military Rank: 04 BAH Rate: 3018.0000
Fair Rent: BAH Entitle:  3090.0000 Override Flag
BAH Dependent Beneficiaries Personalize | Find | LE | E First ‘4 10f1 Last
Dependent Information Termination Information
*Dep/Ben Name Relation Birth BAH Elig In A Service 50% Supp Last Approval
1|04 Q, Copperpot, Mary Spouse 05/06/1988 101272013 10/29/2013 2:59:35PM ﬂ j
|5l save ||[a" Return to Search =] Notify | Update/Display 4 Include History » Cormrect History

Continued on next page
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21 October 2019

Correcting OHA (Deleting a Row), Continued

Procedures,
continued

Step Action
4 The member’s current OHA row will display. If the member has more than one
OHA row, click View All to display all of the rows.

In this example, the member’s OHA was erroneously started on 07/01/2019. The
Effective Date should be 07/07/2019. Because the effective date is incorrect, this
row will need to be deleted and re-entered with the correct date.

If multiple rows need to be deleted, follow the instructions outlined in the
Corrections and Timing section of this guide.

IMPORTANT: Itis important to take screenshots of the member’s OHA
row(s) before and after any corrections/deletions. This is especially important
if the correction is Out-of-Range. The screenshots are required to be attached to
the PPC Trouble Ticket.

To delete the row, click Delete.

BAH OHA FSH MIHA
Chester Copperpot Employee EmplID 1234567 EmplRecord 0
Overseas Housing Allowance Find First ‘4’ 10of1 ‘*' Last
_ _Delete [+]
Effective Date: 07/0122019 |[5]
Staus: Approved:
Approver: 9876543 Frances Fratelli
OHAType:  |OHA With Dependents v Approved at:  07/11/2019 3:17PM
OHA Reason: | Tansfer v [[]Home Owner Indicator
Locality Code: |MLO15 |y [J Fixed Exchange Rate
i . 2728.00
OHA Rental Table Amount: 2150.00 Entitled OHA Amount:
Monthly Rental Amount: 2180.00 Utilities Included in Rent: | None hd
Shared Rental Amount: 2180.00 Utility Point Total: 0
Constructive Rental Cap: 2728.00 Utility Recurring Maint Allow: 569.00
OHA Rental Sharers Personalize | Find | (2 | E First ‘&' 10f1 '}/ Last
*Branch of Service EmpliD Sharer Name
1] v Q [+ =]
OHA Dependents Personalize | Find | £ ] [ First '& 1.20f2 &/ Last
*ID Name Relation EE:G Branch Sps Empl
1(04 |@  Copperpat, Mary Spouse M +] =]
205 |@  Copperpot Candace Child N +] [=]
il Save 2" Return to Search =] Notify | Update/Display ] Include History

Continued on next page
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21 October 2019

Correcting OHA (Deleting a Row), Continued

Procedures,
continued
Step Action
5 A confirmation message will display. Click Yes.

Message

Submit record for approval to delete? (0,0)

| ves

Ne |

34
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21 October 2019

Correcting OHA (Deleting a Row), Continued

Procedures,

continued

Step

Action

6

The Delete Request has been forwarded to the SPO tree for approval. The OHA
row will continue to display until the deletion is approved. Notify the SPO
Auditor the Delete Request is awaiting approval.

Remember: When working a correction that requires deleting and/or inserting
rows, the corrections should be processed within 10 minutes of each other to
revent erroneous over/under payments to the member.

BAH OHA FSH MIHA
Chester Copperpot Employee EmplID 1234567 Empl Record 0
Overseas Housing Allowance Find | View Al First ‘4 10f1 '*/ Last
Delete [+]
Effective Date: 07/01/2019 |[&)
Status: Approved:
Approver: 9876543 Frances Fratelli
OHAType:  [OHA With Dependents v Approved at:  07/11/2019 3:17PM
OHA Reason: | Transfer vl [[JHome owner Indicator
Locality Code: NLO15 |Qy [ Fixed Exchange Rate
" . 2728.00
OHA Rental Table Amount: 2159.00 Enfitied OHA Amount:
Monthly Rental Amount: 2180.00 Utilities Included in Rent: | Mone had
Shared Rental Amount: 2180.00 Utility Point Total: @
Constructive Rental Cap: 272800 Utility Recurring Maint Allow: 569.00
OHA Rental Sharers Personalize | Find | (2 | ] First ‘&' 10f1 ‘®/ Last
*Branch of Service EmpliD Sharer Name
1] v Q, (] [=]
OHA Dependents Personalize | Find | 2| E First ‘4’ 1-20f2 '} Last
*D Name Relation gf:c Branch Sps Empl
104 |@ cCopperpot, Mary Spouse M +] =]
2(05 |G, Copperpot, Candace Child M +] =]
|/ Save ||[2* Return to Search =] Motify | Update/Display } /-'I Include History 72 Comect History
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21 October 2019

Correcting OHA (Deleting a Row), Continued

Procedures,

continued

Step

Action

7

Once the Delete Request has been approved, return to the member’s OHA page
(follow Steps 1-4). In this example, the member only had the one OHA row
which was deleted, therefore the member no longer has a current OHA row.

If the correction requires an OHA row to be inserted, please see the Correcting
OHA (Inserting a Row) section of this guide.

BAH OHA FSH MIHA
Chester Copperpot Employee EmplID 1234567 Empl Record 0
Overseas Housing Allowance Find | View All First ‘&' 10f1 '}/ Last
Delete [+]
Effective Date: 09/04/2019 |
Status: Approve:
Approver:
OHA Type: | V| Approved at:
OHA Reason: | v [ Home Owner Indicator
Locality Code: Q. [ Fixed Exchange Rate
OHA Rental Table Amount: Entitled OHA Amount:
Monthly Rental Amount: Utilities Included in Rent: | v
Shared Rental Amount: Utility Point Total: 0
Constructive Rental Cap: Utility Recurring Maint Allow:
OHA Rental Sharers Personalize | Find | 2 | = First ‘4/ 10f1 '»/ Last
*Branch of Service EmpliD Sharer Name
1] v &} (+] [=]
OHA Dependents Personalize | Find | £ | [ First ‘4 10f1 '}/ Last
=D Name Relation gf:c Branch Sps Empl
1 a [#] [=]
|| Save || |o" Retumn to Search =] Motify | Update/Display _/-'I Include History 72 Comect History
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21 October 2019

Correcting OHA (Deleting a Row), Continued

Procedures,

continued

Step

Action

8

Enter the correct Effective Date and ensure the Status indicates Active.

BAH OHA FSH MIHA

Overseas Housing Allowance

Effective Date: ||07/07/2019 _|[3i}

Status:

Employee

Empl ID 1234567

Find | View All First

OHA Type: |

Approved:
Approver:

V| Approved at:

V| ] Home Owner Indicator

OHA Reason: |
Locality Code: Q

OHA Rental Table Amount:

Monthly Rental Amount:
Shared Rental Amount:
Constructive Rental Cap:

OHA Rental Sharers

[ Fixed Exchange Rate

Entitled OHA Amount:

Empl Record 0

1 10f1 '* Last
Delete =
L4

Utilities Included in Rent: |
Utility Point Total: 0
Utility Recurring Maint Allow:
Personalize | Find | | E First

i 10f1 '} Last

*Branch of Service EmpliD Sharer Name
1] v Q # [=
OHA Dependents Personalize | Find | & | 5] First ‘4’ 10f1 '»' Last
=D Name Relation gr:c Branch Sps Empl
1 Q [+ [=]
|flSave | ||a" Retum to Search [=] Motify 7| Update/Display ’ /'I Include History -# Comect History

Continued on next page
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21 October 2019

Correcting OHA (Deleting a Row), Continued

Procedures,
continued
Step Action
9 Using the screenshot of the deleted row, complete the following fields:

¢ Using the drop-down, select the appropriate OHA Type.

¢ Using the drop-down, select the appropriate OHA Reason.

¢ Enter the Locality Code or use the lookup.

¢ Enter the Monthly Rental Amount.

e Check the Home Owner Indicator box or Fixed Exchange Rate as necessary.
¢ Using the drop-down, select the appropriate Utilities Included in Rent.

¢ Enter any OHA Rental Sharers if the member is sharing the monthly rental
expenses with another person.

¢ Enter any OHA Dependents if the member has BAH eligible dependents

residing with them at the rental location.

Note: Refer to the Starting Overseas Housing Allowance for more information on
entering OHA data.

BAH OHA FSH MIHA
Chester Copperpot Employee Empl ID 1234567 Empl Record 0
Overseas Housing Allowance Find | View All First ‘4’ 10of1 ‘*' Last
__ Delete [+]
Effective Date: 07/07/2019 [
Status: Approved:
Approver:
OHAType:  [OHAWith Dependents | Approved at: ]
OHA Reason: ITranSfer vl E ome Owner Indicator
Locality Code: LNLO15 J O ixed Exchange Rate
i - 2728.00
OHA Rental Table Amount: 2150.00 Entitied OHA Amount:
Monthly Rental Amount: 2180.00 Utilities Included in Rent: LNone |
Shared Rental Amount: 2180.00 Utility Point Total: 0
Constructive Rental Cap: 272800 Utility Recurring Maint Allow: 569.00
OHA Rental Sharers Personalize | Find | 2 | E First ‘&' 10f1 '}/ Last
*Branch of Service EmpliD Sharer Name
1] v| Q [+ =]
OHA Dependents Personalize | Find | 2| = First ‘4’ 1-20f2 '} Last
*D Name Relation ;E':c Branch Sps Empl
Copperpot, Mary Spouse M ﬂ
2/05 | Copperpot, Candace Child N +] [=]
il save 2h Return to Search [=] Notify | Update/Display | Include History 77 Comect History

Continued on next page
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21 October 2019

Correcting OHA (Deleting a Row), Continued

Procedures,
continued
Step Action
10 | Click the Notepad icon.
BAH OHA FSH MIHA
Chester Copperpot Employee Empl ID 1234567 Empl Record 0
Overseas Housing Allowance Find | View Al First ‘4 1of1 ‘b Last
Delete #
Effective Date: 07/07/2019 |[&)
Status: Approved:
Approver:
OHA Type: [OHA With Dependents v Approved at:
OHA Reason: | Transfer vl [[JHome Owner Indicator
Locality Code; MLO15 |QU [ Fixed Exchange Rate
” . 2728.00
OHA Rental Table Amount: 2150.00 Entitied OHA Amount:
Monthly Rental Amount: 2180.00 Utilities Included in Rent: | None had
Shared Rental Amount: 2180.00 Utility Point Total: 0
Constructive Rental Cap: 272800 Utility Recurring Maint Allow: 56900
OHA Rental Sharers Personalize | Find | (2 | ] First ‘4’ 10f1 ‘®' Last
*Branch of Service EmpliD Sharer Name
1] v (] [+ [=]
OHA Dependents Personalize | Find | £ | & First ‘4’ 1.20f2 '}/ Last
D Name Relation grp:c Branch Sps Empl
104 Q. Copperpat, Mary Spouse N [+ [=]
2/05 |Q, Copperpot, Candace Child N [+] [=]
|5|Save || |[a* Return to Search [=7] Notify | Update/Display ’ ;;'J Include History - Comect History
11 | Select Add a New Note.
= Notepad
» Instructions
Selection Criteria
*EmplID 1234567
*Record 0O
“Effective Date  2019-07-07
Notes From Through
Search Add a New Note
There are no existing notes for the specified selection criteria.

Continued on next page
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21 October 2019
Correcting OHA (Deleting a Row), Continued

Procedures,
continued

Step Action

12 | Enter a Subject and Note Text describing the reason for the OHA correction.
Click Save. Upon saving, ‘X’ out of the winding to return to the member’s OHA

page.
E':-p
B Selected Note

» Instructions

Selected Performance Note

Applications

EmpliD 1234567 Created (9/04/2019 11-12AM
Record 0 Creator  Jake Fratelli
Effective Date 2019-07-07 Last Update
Updated By

Subject | OHA Correction

MNote Text | Original OHA row deleted and re-entered with correct Effective 12k
Date (originally entered as 07/01/19, should be 07/07/19).

Save

Return to Note Selection Page

Continued on next page
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21 October 2019

Correcting OHA (Deleting a Row), Continued

Procedures,

continued

Step

Action

13

Click Save. The request will be forwarded to the SPO tree for approval. It is
important the OHA request be approved immediately to prevent an erroneous

over/under payment to the member.

BAH OHA FSH MIHA
Chester Copperpot Employee Empl ID 1234567 Empl Record 0
Overseas Housing Allowance Find | View Al First ‘4 1of1 ‘b Last
Delete |
Effective Date: 07/07/2019 |[&)
Status: Approved:
Approver:
OHA Type: [OHA With Dependents v Approved at: 4
OHA Reason; [Transfer v [[JHome Owner Indicator
Locality Code: NLO15 |Qy [ Fixed Exchange Rate
” . 2728.00
OHA Rental Table Amount: 2150.00 Entitied OHA Amount:
Monthly Rental Amount: 2180.00 Utilities Included in Rent: | None had
Shared Rental Amount: 2180.00 Utility Point Total: 0
Constructive Rental Cap: 272800 Utility Recurring Maint Allow: 56900
OHA Rental Sharers Personalize | Find | (2| [ First ‘4’ 10f1 ‘»/ Last
*Branch of Service EmpliD Sharer Name
1] v (] [+ [=]
OHA Dependents Personalize | Find | £ | & First ‘4’ 1.20f2 '}/ Last
D N i Sps
[ame Relation G Branch Sps Empl
104 Q. Copperpat, Mary Spouse N [+ [=]
2/05 |Q, Copperpot, Candace Child N [+] [=]
I |5 Save I \a* Return to Search [=7] Notify | Update/Display ’ /'I Include History - Comect History

Continued on next page
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21 October 2019

Correcting OHA (Deleting a Row), Continued

Procedures,
continued

Step Action

14 | Per Email ALSPO B/19, once the OHA request has been approved, it is important
to review the member’s Pay Calculation Results to ensure the pay transaction
processed correctly. Please see the Pay Calculation Results user guide for more
information on navigating, reviewing, and validating pay transactions (see Steps
15-17 to view the Pay Calculation Results for the example used in this section).

Remember, if this correction is Out-of-Range (any part of the affected period is
older than 24 pay periods or 1 year), all the corrections/changes MUST be
reported to PPC Customer Care to be processed manually (see In-Range vs. Out-
of-Range for more guidance).

BAH OHA FSH MIHA

Chester Copperpot Employes EmplID 1234567 EmplRecord 0
Overseas Housing Allowance Find | View All First ‘4" 1of1 ‘b Last
Delete [+]
Effective Date: 07/07/2019 5]
status: Approved: ¥
Approver: 9876543 Frances Fratelli
OHAType:  [OHAWIth Dependents vl Approved at:  09/04/2019 11:21AM
OHA Reason: |1ransfer v] ] Home Owner Indicator

Locality Code: NLO15 |3 [ Fixed Exchange Rate

: . 2728.00
OHA Rental Table Amount: 2150.00 Enfitled OHA Amount:
Monthly Rental Amount: 2180.00 Utilities Included in Rent: [None hd
Shared Rental Amount: 2180.00 Utility Point Total: 0
Constructive Rental Cap: 2728.00 Utility Recurring Maint Allow: 569.00
OHA Rental Sharers Personalize | Find | 2 | = First ‘4 10f1 '»/ Last
*Branch of Service EmpliD Sharer Name
1] v Q (+] [=]
OHA Dependents Personalize | Find | 1| E First ‘4 1.20f2 '}/ Last
*D Name Relation ;E':c Branch Sps Empl
104 |@, Copperpot, Mary Spouse M +] [=]
205 |@Q Copperpot, Candace Child N +] [=]
||Save || |a" Retum to Search =] Notify Update/Display x| Include Histary | # Correct History

Continued on next page
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21 October 2019

Correcting OHA (Deleting a Row), Continued

Procedures,

continued

Step

Action

15

In this example, the member’s OHA was corrected to reflect the correct Effective
Date of 07/07/2019 vice 07/01/2019. Because the correction effected a previous
pay calendar, the Pay Calculation Results indicate the correction in Retro
Adjustments (see the DELTA OHA Element).

Select the Retro Adjustments tab.

Calendar Group Results Earnings and Deductions Accumulators Supporting Elements
Chester Copperpot Employee Empl ID 1234567 Empl Record 0
Calendar Group ID  C119090 201909 On-Cycle AD Mid Month
Calendar Information Q M4 4 [120f12)v]
Calendar ID CG ACT 2019M09M Pay Group USCG
Segment Number 1 Version 1 Revision 1
Gross Result Value 5‘177,8%j usD Net Result Value 4‘8?4,19-j usD
Earnings & Deductions
B Q 1-16 of 16[v]

Element Results Components Retro Adjustments Deduction Arrears User Fields 113

Element Type Element Name Amount Description Instance [S)I::: Begin [S)Ia":: End Resolution Details
Eamings BAS 127.2000005%7 Basic Allow for Subsistence 0 09/01/2019 09/15/2019 Resolution Details ~
Eamings BASIC PAY 3798.15000057 Basic Pay 0 09/01/2019 09/15/2019 | Resolution Details
Eamings DELTA OHA 624.18000057 Retro Delta OHA 0 09/01/2019 09/15/2019 | Resolution Details
Eamings OCONUS COLA 692.000000%7 OutConus COLA 1 09/01/2019 09/15/2019 Resolution Details
Eamings OHA 1560.46000057 Overseas Housing Allowance 0 09/01/2019 09/15/2019 Resolution Details
Deduction FSGLI 2.250000%7 Family Servicemembers Grp Life 0 09/01/2019 09/15/2019 Resolution Details
Deduction FWT 382.30000057 FIT Withholding 0 09/01/2019 09/15/2019 | Resolution Details
Nadictinn MENDICARE CF EE N7TANNNES  hadi Tav 1 NG/N4/9040Q NAMEMN4IG Pacalutinn Nataile

Continued on next page
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21 October 2019

Correcting OHA (Deleting a Row), Continued

Procedures,
continued
Step Action
16 | Retro Adjustments indicate a DELTA OHA overpayment in the amount of

$624.18. Click Adjustment Detail to view the details of the overpayment.

Calendar Group Results Earnings and Deductions Accumulators Supporting Elements
Chester Copperpot Employee Empl ID 1234567 Empl Record
Calendar Greup ID  C119090 201909 On-Cycle AD Mid Month
Calendar Information Q 4 4 [120f12v|
Calendar ID CG ACT 2019M09M Pay Group USCG
Segment Number 1 Version 1 Revision 1
Gross Result Value 6,1?’.’,813 UsD Net Result Value 4‘874,193 usp
Earnings & Deductions
F Q 1-16 of 16]v] View 5
Element Results Components Retro Adjustments. Deduction Arrears User Fields 1

Calculation Base

Element Type Element Name Amount Adjustment Adjustment Unit Adjustment Adjustment Detail Resolution Details
Eamings BAS 127.2000005 Resolution Details A
Eamings BASIC PAY 3798.15000007 Resolution Details
Earmnings DELTA OHA 624 18000057 -624.180000 Adjustment Detail | Resolution Details
Earmnings OCONUS COLA 692.0000007] Resolution Details
Earnings OHA 1560.460000%] Resolution Details
Deduction FSGLI 2.25000057 Resolution Details
Deduction FWT 382 30000057 Resolution Details
DNedicfinn MENICARE EE AR N7NNNNE] Resnlitinn Nefails

17

The Delta Details show the overpayment of $624.18 applied to the July 2019 mid-
month pay calendar.

Results by Calendar Group
Delta Details

EmplID 1234567 Name Chester Copperpot
Empl Record 0
Calendar Group ID C119090 Description 201808 On-Cycle AD Mid Month
CalendarID CG ACT 2019M08M Pay Group USCG
Element DELTA QHA Description Retro Delta OHA
Segment Number 1 Instance 0
Delta Details
5 Q 1-1 of 1]v] | View All
Source Calendar ID Period ID Source Element aﬁﬂ,‘";'::t Currency AmountDelta Base Delta  Unit Delta
CG ACT 2019M07IM AT9MOTPRD1 OHA 1 USD -624.18000053) 0.0000005] 0.000000

Return
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21 October 2019

Approving an OHA Correction

Introduction

In-Range vs.
Out-of-Range

Corrections
and Timing

This section provides the procedures for a SPO to approve an Overseas
Housing Allowance (OHA) request in Direct Access (DA).

If the correction is In-Range (the entire affected period is within 24 pay
periods or 1 year): follow the steps in this guide and all corrections should
be processed automatically without manual intervention by PPC.

If the correction is Out-of-Range (any part of the affected period is older
than 24 pay periods or 1 year): follow the steps in this guide. Once all
corrections/changes have been approved, all the corrections/changes
MUST be reported to PPC Customer Care to be processed manually.

For guidance on how to take and attach screenshots (required) when
submitting a Customer Care ticket, see the Submitting Trouble Tickets
with Supporting Images user guide.

While some OHA fields are editable and allow corrective action, if any
dates require correction, the incorrect row must be deleted. The deletion
must be approved immediately and a new OHA row entered with the
correct dates and entitlements. The new row needs to be approved
immediately as well.

THIS COMPLETE PROCESS MUST BE DONE WITHIN THE
SAME PAY PERIOD TO PREVENT PAY PROBLEMS! PPC
(MAS) RECOMMENDS COMPLETING THE ENTIRE PROCESS
WITHIN 10 MINUTES. FAILURE TO COMPLETE CORRECTIVE
ACTIONS IN PROPER SEQUENCE AND TIMING MAY RESULT
IN OVERPAYMENTS/UNDERPAYMENTS.

First, delete the OHA row(s) from newest to oldest:

1. Delete the NEWEST incorrect OHA row.

2. Approve the deletion.

3. Repeat steps 1 and 2 until the entire affected period is deleted.

Then, add OHA row(s), from oldest to newest.

1. Add the oldest OHA row with the correct information.
2. Approve the addition.

3. Repeat steps 1 & 2 until the entire period is added.

It is important to take screenshots of the member’s OHA row(s)
before and after any corrections/deletions. This is especially important
if the correction is Out-of-Range. These screenshots are required to be
attached to the PPC Trouble Ticket.

Continued on next page
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21 October 2019

Approving an OHA Correction, Continued

Auditing Email ALSPO B/19 implemented a standard business process for

Standards submitting and validating pay transactions entered by Servicing Personnel
Offices (SPOs). See the following user guides for navigating, identifying,
and researching pay transactions:
e Pay Calculation Results
e One Time Positive Input (OTPI)
¢ Element Assignment by Payee (EABP)

Procedures See below.

Step Action

1 | Under the Requests tab, select View My Requests (all types) from the Self Service
Requests pagelet.

My Page Self Service F ]

Self Service Requests S 4w
Submit an Absence Request MNon-Chargeable Absence Request

View My Absence Requesis Submit a Delegation Reguest

View My Requests (all fypes) I PHS Submit Refirement Docs

Submit a Drill Request User Access Request

2 | Select the Requests I am Approver For radio button. Using the drop-down,
change the Transaction Name to OHA Approval or leave as All Transactions.
Leave the Transaction Status as Pending and click Populate Grid.

Note: To narrow the search results, a Submission From Date and/or a
Submission To Date may be entered.

View My Action Requests

CHARLIE BROWN

1. "My Submitted Requesis' allows member to bring up only their Acfion Requests.

2. "Requests | am Approver For' allows approver to bring up only those Action Requests submitted to them.

3. "All Requests' allows the approver to pull up their Action Requests and those submitted to them.

4. Transaction Name field allows user to select a particular tfransaction (j.e., Absence Requesi, Delegation, etc.)

5. Refresh button clears the grid and defaults it back to "My Submitted Requests' and Transaction Status of "Pending’.
6. Populate Grid button populates the grid based on what was selected for the radio bution, Transaction Name,
Transaciion Status, and what was entered in the Submission From/Submission To Dates.

O My Submitted Requests ® Requests | am Approver For O Al Requests
Transaction Name: |AII Transactions v|
Transaction Status: | Pending |
Submission From Date: [5]
Submission To Date: [5] Refresh

Continued on next page
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https://www.dcms.uscg.mil/Portals/10/CG-1/PPC/ALSPO/2019/AuditingStandardPayTransactionsAlspoB19.pdf
https://www.dcms.uscg.mil/Portals/10/CG-1/PPC/GUIDES/GP/SPO/Earnings/Pay%20Calculation%20Results.pdf?ver=2019-07-01-111239-993
https://www.dcms.uscg.mil/Portals/10/CG-1/PPC/GUIDES/GP/SPO/Earnings/OTPI.pdf?ver=2019-07-24-141857-707
https://www.dcms.uscg.mil/Portals/10/CG-1/PPC/GUIDES/GP/SPO/Earnings/EABP.pdf?ver=2019-07-01-151820-917

21 October 2019

Approving an OHA Correction, Continued

Procedures,
continued
Step Action
3 | Locate the OHA request to be approved and click Approve/Deny.
Personalize | Find | View All | | [ First ‘4’ 1-20f2 "}/ Last
Transaction Name Status Member Member's Emplid Member's Deptid Submitted By Approver Submission Date  Drill Date  Approve/Deny
Housing Allowance Approval Pending Linus VanPelt 1234567 002633 Peppermint Patty Charlie Brown 02/19/2019
OTPI Approval Pending Snoopy 3636363 000625 Marcie Charlie Brown 08/19/2019 Approve/Deny
4 | The request will display. Select the “Click here to view additional request

information” link to view the details of the OHA request.

Enter any comments as needed (required if denying the request), and click
Approve or Deny as appropriate.

Action Request
OHA Approval

Linus VanPelt
INSTRUCTIONS GO HERE

Request Details
Effective Date: 08/01/2019

Get Details

Request Information
Type: OHA Without Dependents
Reason: Govt Quarters Vacancy
Locality: CO003
Entitled Amount: 1025116
Status: A

Request URL

| Click here to view additional request information. |

Comment:

Request Status:Pending

Approvers

Pending

Multiple Approvers
CGHRSUP for User's SPO

Continued on next page
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21 October 2019

Approving an OHA Correction, Continued

Procedures,
continued
Step Action
5 | The Request Status will be updated based on the selection made in Step 4.

Action Request
OHA Approval

Linus VanPelt
INSTRUCTIONS GO HERE

Request Details
Effective Date: 02012019

Request Information

Type: OHA Without Dependents
Reason: Govt Quarters Vacancy
Locality: CO003
Entitled Amount: 1025116
Status: A

Request URL

Click here to view additional request information.

Comment:

| Request Status:Approved |

Approvers

Approved
W Charlie Brown
CGHRSUP for User's SPO
051919 - 11:30 AM

Per Email ALSPO B/19, once the OHA request has been approved, it is important
to review the member’s Pay Calculation Results to ensure the pay transaction
processed correctly. Please see the Pay Calculation Results user guide for more
information on navigating, reviewing, and validating pay transactions.

Remember, if this correction is Qut-of-Range (any part of the affected period is
older than 24 pay periods or 1 year), all the corrections/changes MUST be reported
to PPC Customer Care to be processed manually (see In-Range vs. Out-of-Range
for more guidance).
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https://www.dcms.uscg.mil/Portals/10/CG-1/PPC/ALSPO/2019/AuditingStandardPayTransactionsAlspoB19.pdf
https://www.dcms.uscg.mil/Portals/10/CG-1/PPC/GUIDES/GP/SPO/Earnings/Pay%20Calculation%20Results.pdf?ver=2019-07-01-111239-993

